(v' 


*OGC Has Reyiewei 

.M 


eyiewed* 

Aulii 


IMIS (; |pp\f4^rRelejs 


)0>2^R000^0(jpl'j0|'l|l < 


25X1 4 - ■ 

O I 







Approved For Release 2003/01/13 : CIA-RDP81-00728R0001 0001 001 1-1 


f - ' r 

I: V ’ 

V. * 


25X1 A 


25X1A 


25X1 A 


25X1A 




CONFIDENTIAL 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION 

i=i 


NO. 


SUBJECT: Special Employment Agreements 

Rescissions: Administrative Instruction 

ber 19U6. 

Administrative Instruction 
dated 7 January 19 U7 • 

Admi ni s tr at i ve Ins t r uc ti 0 n 
ber 19 U6, 

Unvouchered Appointments 

1. Appointments of employees to.be paid from unvouchered funds will 
be made by the forms prescribed below; 


11 Juno I 9 US 

dated 31 Decern- 
Amendment No, 1, 
dated 31 Decem- 


a. Departmental and 


employees who^ are not re- 


tired to subscribe to an agreement for overseas service - Form No. 

51 - 10 ^. 


b. Departmental and employees who are required 

to subscribe to an agreement for overseas service - Form No, f>l-10h. 

Ov Employees employed specifically for overseas service - Form 

No. 5i~iolu 

Vouchered Appointments 

2. Employees to be paid from vouchered funds who are required, as 
a condition of employment, to agree to future overseas service will be 
required to subscribe to Form No. 55-10l| at the tine of their appoint- 
ments, and the signed overseas agreement will be incorporated into the 
regular appointment instrument. 


/?\ 


5"/ •■•C.. 


Overseas Agreements 

. : • *'■' ''is- /*/'' _ 

3. =he^Assistant Dire c tors ■ foiTOpe ]^tl ons^ncTSpe cial Operations 
may, in their di^nrejbion, require acce.ptanceof an agreement to serve 
overseas as a condi tiofT'nf-verng.loyiilgnt for any prospective employee of 
their offices, and prejnr-ib'C a^tou^^f less than 2U months where it is 
determined to .■be^in^tfie best interesF^f^the^^^ernment.-.. rr , 

0 the r , Re qui reme n ts 

U. Nothing in these.- .instructions shall be construed to waive any 
other requirement of law or rbguiaitiiorlai affecting the legality of em- 
ployment of personnel by this. agency* 

R. H. HILLENKOETTER 
Sample Forms attached. (3). Rear Admiral, USN 

DISTRI BUTION: A Director of Central Intelligence 


vyS*' 
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CENTRAL INTELLIGENCE AGENCY 
2430 K 3TRBBT NW. 

WASHINGTON 2S, D. C. 

Date 


Dear 




effective 

Position: 

Base Salary: 

2. You will be: 

.. to «- ^1-. in 

Service Commission rules an ^established in lieu thereof, 
of law or regulations as maybe estabiisnea m 

^ rsi ssssiirs zst, 

'■* 

iS STS SsSsrS 

the continental United States. Each 7 required to remain at 

otherwise specif led ta^vance by ClA^ou ^ offi the date of ar- 

the post to which assigned for a perioa oi _ _ ^ or 8eparat ed for rea- 

rival thereat, unless °° one * re tum^o the United States for 

sons beyond your control. I y travel and transportation costs 

■ps srss. .sass sa ~ »**» — 

Government • 

*. » -ps* «£ :P?s^ss!?»£* 

™ «rl«l .t jour first emw. JO „ tr „»i 

M cor.14.rM . dolt 4U. to th. OnltM Stot... 

5. MMMrt 1. condltlon.4 upon ..tufMtorj oowl«lm « «» 
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- 2 - 


either training or performance of duty 1 b deemed unsatisfactory by CIA 

K » A »- 

nil4 _ n f‘ n J 0 “‘ appointment is for such time a S your services may he re- 
will be^ivSTvn T* avalla1)le for the work of CIA. Notice of termination 
^SuS;iS a r° 0edUr0 8imllar t0 that Provided by Civil Service 


Official authorized to sign letters of 
appointment. 


I accept the above agreement as a con- 
dition of my employment by CIA. 


Employee 


Bate 


Form No. 
Jtane 1948 


51fl04 


JdfcmH 12 12 ss 

sbECivr tnnoa bbvhch 

BECEIAEO 
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CENTRAL INTELLIGENCE AGENCY 

24/10 E STREET NW, 

WASHINGTON 25, D. C. 

Date 


Dear 

effortl™. Bitelllgence Agoncy, ha , „ cept . a yovr mplojmmi 

Poe it ion: 

Base Salary: 

2. You will be: 

s rnr ^ ani 

0t l " 0r M w 1. .©tauiii tSST 

-*»» ssstessssrsu zsstrz sa- 

SgSSLf"* 01 euch 

training SSa^TpreBcribefby^S a ° tory com Pletlon of the 

for a total period of six ln?»^ , ? S £ actor;5r P^formanoe of duty 

either training or performance of dn+v 4 ?* 0 * 0 * e ® ployment * In the event 
you will be of duty ia deemed unsatisfactory by CIA 

ES ImEXSSJr* of « r£ mi 

H“«£sSES™r 


Official authorized to sign letters of 
appointment 


T accept the above agreement as a condi- 
tion of my employment by CIA, s- 


Employee 

Form No. 
June 1948 - 


•Date,, 


51-105 
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i 


Awmmr for overseas service 

1* As a condition of your employment by the Central Intelli- 
gence Agency, you are subject to assignment to tours of duty at 
posts outside the continental United States. Each time you are as - 
signed, unless otherwise specified in advance by CIA, you will be 
required to remain at the post to which assigned for a period of 
24 months from the date of arrival thereat, unless sooner trans- 
ferred, reassigned or separated for reasons beyond your control. 

If you wish to return to the United States for personal reasons 
during the period, all travel and transportation costs incident to 
such return will be borne by you, with no expense to the Government • 

2. If this employment is for assignment to an overseas post, 
it is understood and agreed that, unless earlier separated for rea- 
sons beyond your control, you will remain in Government service for 
12 months after your arrival at your first overseas post, and if 
you violate ’this agreement, any money expended by the United States 
on account of your travel and the transportation of your immediate 
family and household goods will be considered a debt due to the 
United States. 


Official authorized to sign letters of 
appointment. 


I accept the above agreement as a 
condition of my employment by CIA 


Employee 


Date 


■SW S 12 SS 


Form No. 55 . 10 k 
June 1948 55 XU 
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MEMORANDUM 


CONFIDENTIAL 


6 April 1948 


TO i General Counsel 

FROM: SFD 

SUBJECT i CIG Administrative Instructions 


In the period immediately after the activation of 
CIG, it was determined that for the period during the organization, 
while or ganizational procedures and policies were being established, 

4--U«4. 4-1— > T I <1 J - . . . 9 


that the 
per sonne 


would maintain files of certain 
documents which would normally be maintained in the 

r\ J I _ J . a n ■ > 1 


Personnel Division of a Governmental Agency* 

To authenticate t he above m entioned determination, CIG 


Administrative Instructions 
graph 3 provided that: 


dated 31 December 1946, para- 


b. 


Letters of Appointment will be executed at the 
time the appointment is approved* 

The Letter of Appointment will be prepared by 
the individual authorized to approve the type 
of the appointment prepared* 

The original of the Letter of Appointment shall 
be acknowledged by the employee as p rovided 
therein and pe rmanently filed in the | | 

Finance Division, P & A Branch* 


d* 


No payments will be made to any employee until 
a properly signed Let ter of Appointment is in 
the possession of the I ’ 


The Administrative Oder mentioned in the preceding para- 
graph has never been rescinded or amended so is in full force and 
effect at the present time* However, Civil Service Regulations were 
amended to provide that effective 1 April 1947 a point would be 
designated at whioh a personnel folder containing a complete working 
record of t e^ch employee would be kept* It also provided that as soon 
as res6ur’cd§ permitted, a personnel folder would be prepared according 
to the Commission^ specifications and that it would be transferred 
from one Agency to, another with the changes of the employee* However, 
peHnaAent documents would be transmitted on an employee 

transfer* 




CONFIDENTIAL 
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• • . ■ v I 

| *, * - l ? ■ ;■ | ILLEGI& 

I 4. v ^ I 

j: • + ,,s 

* CONFIDENTIAL J 

I •••.: | 

| ’ , At the time of this change in Civil Service Regulations j 

it was determined that Personnel Division would be the point at | 

which these personnel folderB would be filed* Therefore, such J 

documents which had previously been filed in Special Funds, when | 

| executed by new employees, were retained in the Personnel Division | 

j ; files* Notations were made on personnel actions, which were f 

[ transmitted to Special Funds, that such documents had been exe out ed j- 

j and were filed in Personnel Division Files* j 

Under the present personnel procedure, the documents, f 

although being handled in accordance with Civil Service Commission's 

Regulations, are not being filed in accordance with CIG Administra- j 

25)il A tive Instructions | | Therefore, it is requested that the j 

| CIG orders regarding personnel procedures, be revised to conform 

with the Civil Service Commission procedures as outlined in Federal j 

j Personnel Manual, Section Zl, part 28* \ 


25X1 A 

] Deputy Chief, SFD 


i 

25X1 A 

I cc: 
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MKMOWIDIIM 


CONFIDENTIAL 


6 April 1946 


25X1A 


25X1 A 


TO* Sonora 1 Counsel 

FROM i SFD 


, r 


SUBJECT j CIO Administrative Instructions [ 


] 


rTB ,, In , t1 ? 8 Period iraroediately after the activation of 

sxo. It was determined that for the period during the organization 

SS’tS T 1 l >r ° cadlm, f “? .ere boing l.tabU.S, 

would m ai n tan files of certain 


I iwouia maintain files of 

si wouli m 

Fersonnol Division of a Governmental Agonoy* 

To authenticate t he above m entioned detomlnation. CIG 

T 1 if a TvisJ-mmaJiI I • . . 9 


Admin! otr at lve Instructions 
graph 3 provided that* 


dated 31 December 1946, parn- 


b. 


d. 


d. 


Letters of Appointment will be executed at the 
time the appointment is approved. 

The Letter of Appointment will bo prepared by 
the individual authorised to approve the typo 
of the appointment prepared* 

original of the Letter of Appointment shall 
be acknowledged by the employee as p rovided 


therein qnfl p ^manontly filed in the 
I "p*Ttr trziT — ' ■ ia* i • w , 


i 


Finance Division* P ft A Branch* 

Wo payments will bo Ji&de to any employee until 
a proporly signed Let ter of Appointment is in 
the possession of the/ 


25X1 


25X1 


The Administrative Order mentioned in the preceding «ara* 
graph has never been rescinded or amended so is in full force and 
effect at the present time. However, Civil Service Regulations wore 

deeimi-^ effaotivo 1 A Pril 1947 a poin/would be 

designated at which a personnel folder containing a ooir.pl eto working 
record of each employee would be kept. It also provided that £ soon 
+^T C °4 permitted, a personnel folder would be prepared according 
to the Commission's specifications and that it would be* transferred & 

onl^ c«H-ff« nC7 t0 an ? t ^* r with th « oliangas of the employee. However, 
tranafo!^ 1 permanent doowlontB would be transmitted on an employee 


ILLEGIB 
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25X1 A 
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At the tine of thia change In Civil Service noculationa 
it tmi determined that Perooimel Division ■would bo tho point at 
which these personnel foldere would be filed# Therefore# »uoh 
dooimnts which had previously boon filed In ftpeelal Fund*# when 
executed by n«er employees# were retained in the foroonnel Divioien 
files* Dotations wore made on poreonnol actions# which wore 
transmitted to Special Funds# that, euoh documents hod boon executed 
and were filed in Personnel Divio ion Flloo* 

Under the present personnel procedure# tho documents# 
although being handled in accordance with Civil fcenrio© Comlcalon* a 
Rogulatlono* nvo not being f iled in accordance with CIO Admlnistra** 
tlve Instructions | | Therefore# it is requoo tod that the 

CIO orders regarding personnel procedures, bo revised to conform 
with the Civil Oorvioo Oomoisiaion procedures as outlied in Federal 
Personnel Manual# ftcotion Zl $ port 2D* 


Deputy Chief* SM> 


00 ? 


mrijt 
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CONFIDENTIAL 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


25X1 A 


25X1 A 


ADMINISTRATIVE INSTRU CTION 
NO. 


SUBJECT! Special Employment Agreements 

Rescissions: Administrative Instruction 
ber 1946. 

Administrative Instruction 
dated 7 January 19 47 • 

Administrative Instruction 
ber 1946. 

Unvouc hered Appointments 

1. Appointments of employees to be paid from unvouchered funds will 
be made by the forms prescribed below: 


11 Juno ig4S 

dated 31 Decem- 
Amendment No, 1, 
dated 31 Decem- 


25X1 A 
25Xs1A 


a . Depar tine ntal \_ 


I employees who are not re- 
quired to subscribe to an agreement for overseas service - Form No, 
, 51 - 105 . 


b. Departmental 


employees who are required 


| I ^ 

to subscribe to an agreement for overseas service - Form No, 51-104. 

o. Employees employed specifically for overseas service - Form 

No. 51-104. 

Vouchered Appointments 

2. Employees to be paid from vouchered funds who are required, as 
a condition of employment, to agree to future overseas service will be 
required to subscribe to Form No, 55-101; at the tine of their appoint- 
ments, and the signed overseas agreement will be incorporated into the 
regular appointment instrument. 

Overseas Agreements 

3. The Assistant Directors for Operations and Special Operations 
may, in their discretion, require acceptance of an agreement to serve 
overseas as a condition of employment for any prospective employee of 
their offices, and prescribe a tour of less than 24 months where it is 
determined to be in the best interest of the government. 

Other Requirements 

4» Nothing in these instn>ctions shall be construed to waive any 
other requirement of law or regulations affecting the legality of em- 
ployment of personnel by this agsncj 


Sample Forms attached (3) 
DISTRIBUTIONS A 



f i.X'Lu y 

'R. H. HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 
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CENTRAL INTELLIGENCE AGENCY 

2430 E STREET NW. 

WASHINGTON 25, D. C. 

Date 


Dear 

1. This is to notify you that the United States Government, as rep- 
resented by the Central Intelligence Agency, has aocepted your employment 
effective 

Position: 

Base Salary: 

2. You will he: 

a. Entitled to annual and sick leave in accordance with Civil 
Service Commission rules and regulations, or such other provisions 
of law or regulations as may he established in lieu thereof. 

b. Reimbursed for travel expenses in accordance with CIA Regu- 
lations or Standardized Government Travel Regulations, as amended. 

c. If stationed outside continental United States, granted such 
monetary allowances as are prescribed by CIA Regulations • 

3. As a condi tion of your employment by the Central Intelligence 
Agency, you are subject to assignment to tours of duty at posts outside 
the continental United States. Each time you are so assigned, unless 
otherwise specified in advance by CIA, you will be required to remain at 
the post to which assigned for a period of 24 monthB from the date of ar- 
rival thereat, unless sooner transferred, reassigned or separated for rea 
eons beyond your control. If you wish to return to the United States for 
personal reasons during that ‘period, all travel and transportation costs 
incident to such return will be borne by you, with no expense to the 
Government. 

4 . If this employment is for assignment to an overseas post, it is 
understood and agreed that, unless earlier separated for reasons beyond 
your control, you will remain in Government service for 12 months after 
your arrival at your first overseas post, and if you violate this agree- 
ment, any money expended by the United States on account of your travel 
and the transportation of your immediate family and household goods will 
be considered a debt due to the United States. 

5. Employment is conditioned upon satisfactory completion of the 
training courses prescribed by CIA and satisfactory performance of duty 
for a total period of six months from date of employment. In the event 
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either training or performance of duty is deemed unsatisfactory by CIA, 
you will be offered other types of employment if available, or your em- 
ployment will be terminated. 

6. Your appointment is for such time as your services may be re- 
quired and funds are available for the work of CIA. Notice of termination 
will be given you by procedure similar to that provided by Civil Service 
rules and regulations. 


Official authorized to sign letters of 
appointment. 


I accept the above agreement as a con- 
dition of my employment by CIA. 




Form No. 
June 1948 


51*104 
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CENTRAL INTELLIGENCE AGENCY 

2430 E STREET NW. 

WASHINGTON 25, D. C. 

Date 


Dear 

1* This ia to notify you that the United States Government as repre- 
sented by the Central Intelligence Agency, has accepted your employment 
effective • 

Position: 

Base Salary: 

2. You will he: 

a. Entitled to annual and sick leave in accordance with Civil 
Service Commiseion rules and regulations, or such other provisions 
of law or regulations as may he established in lieu thereof. 

b. Reimbursed for travel expenses in accordance with CIA Regu- 
lations or Standardized Government Travel Regulations, as amended, 

c. If stationed outside continental United States, granted such 
monetary allowances as are prescribed by CIA Regulations. 

3 # Employment is conditioned upon satisfactory completion of the 
training courses prescribed by CIA and satisfactory performance of duty 
for a total period of six months from date of employment • In the event 
either training or performance of duty is deemed unsatisfactory by CIA, 
you will be offered other types of employment if available, or your em- 
ployment will be terminated. 

4. Your appointment is for such time as your services may be re- 
quired and funds are available for the work of CIA. Notice of termination 
will be given you by procedure similar to that provided by Civil Service 
rules and regulations. 


Official, authorized to sign letters of 
appointment 

I accept the above agreement as a condi- 
tion of my employment by CIA. 


Date 
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Employee 


Form No. ei -iac 
J une 1948 ' 


Approved For Release 2003/01/13 : CIA-RDP81-00728R0001 0001 001 1-1 


AGREEMENT FOR OVERSEAS SERVICE 

1. Ab a condition of your employment by the Central Intelli- 
gence Agency, you are subject to assignment to tours of duty at 
posts outside the continental United States, Each time you are as- 
signed, unless otherwise specified in advance by CIA, you will be 
required to remain at the post to which assigned for a period of 

24 months from the date of arrival thereat, unless sooner trans- 
ferred, reassigned or separated for reasons beyond your control. 

If you wish to return to the United States for personal reasons 
during the period, all travel and transportation costs incident to 
such return will be borne by you, with no expense to the Government • 

2. If this employment is for assignment to an overseas post, 
it is understood and agreed that, unless earlier separated for rea- 
sons beyond your control, you will remain in Government service for 
12 months after your arrival at your first overseas post, and if 
you violate ‘this agreement, any money expended by the United States 
on account of your travel and the transportation of your immediate 
family and household goods will be considered a debt due to the 
United States • 


Official authorized to sign letters of 
appointment. 


I accept the above agreement as a 
condition of my employment by CIA 


Employee 


Date 


Form No. 
June 1948 


55-104 
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CONFIDENTIAL 
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31 Doc ember 19l|6 Jrj 


CENTRAL IKTUiLilOlIICE GROUP 




C.I. G. A DLiirJ STRATI VII; ORIER 


I 


' OF AT?OimiM % Xm mWOUCHER ED P ERSOKPEL 

1. Applicative : 

All employees of GIG who arc to be paid from unvouchered funds vrill 
be issued a letter of appointment at the time of their employment. 

2. Authori ty to Sign. Lettersof ^Appointment^ 

a. The Director, CIO, by memorandum dated 6 September 19)46, has 
delegated authority to the Assistant Chief, Personnel Division, to approve 
appointments of civilian employees and consultants for departmental or field' 
services. 3y cable dated 11 October 19 ) 46 , the Director, CIG, delegated authority 
to Chiefs of each mission or Independent Station to appoint civilian employees and 
consultants. Overt personnel and semi-covert personnel to be pa*.d from unvouch- 
ered funds vdll receive letters of ap - ointment- signed by one of the persons 
listed aoove. The form of this letter of appointment shall be in accordance 
vdth Exhibit A attached hereto. 

b. All *.t her types of personnel to be paid fr^n unvouchered funds vdll 
receive letters of appointment signed by the Chief, 


in 


accordance with Delegation of Authority by the Director, CIG, dated 21 October 191*6. 
The form f such letters of appointment shall be approved in advance by the 
Office of General Counsel, extept where such letters of appointment are executed 
abroad, in which cas-. a copy vail be directed to the appropriate .Branch Chief 
iii fashin w ton for referral to the office of General Counsel for review and 
approval as to form. 

3. Issuan ce; 

Letters of appointment d’hbe issued at the time the employment is 
approved. The letter of appointment will be prepared by . the individual who is 
' authorized to si*n the particular type of letter of appointment to be used. The 
original of the letter of appointment shall be . acknowledged by the employer as 
provided for therein and permanently filed in the 


Idnance 


5X1 


25X1 M 


Division, P. :k A. Branch. No payments of salary from unvouchered funds vdll be 
made to any employee until a properly signed letter of appointment is in the pos- 
session of the I — 


FOR THE DIRECTOR - 0? CI&TAAL' .I^TIillUF^CE; 



25X1 


25X1 
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C OKEIDKmAL 

(E X H I J I T A) ' : 

CET TiAL Ii:r;-Ll,j.un:CE A/ftOUP 4 ' 


VASEIFOTOi;, I). c. 


(Date) 


Name_ 

Street Address 
City State 

Dear fir. 


1. Tills is to notify you that the United States Government, as represented 
by the Central Intelligence croup, has accepted your employment effective 


Position: 

3a se Salary: ‘ V r pe r . 

2. This appointment is not a Civil Service position. You will be entitled 
to annual and sick leave (only in accordance vtith Civil Service rules and regu- 
lations). You will be reimbursed for travel expenses in accordance with the 
Standardized Government Travel Regulations, as amended. If stationed outside the 
continental li its of the United States, you rail be granted such monetary 
allowances as are prescribed by ClCi regulations. 

3* If you are ordered to a station outside the continental United States, 
you will be required to serve a minimun period of twenty- four months at such 
a station. If you wish. to resign or terminate your appointment or return to 
the United States before the expiration of tv/enty-f our months after the d te of 
departure for an overseas post, Cl a vail not pay your return travel expenses 
from a station outside the United States. 

It. Your appointment is for such ti e as your services may be required 
and funds are available for the work of CIG. Notice of termination will be 
given you by procedure similar to that provided oy Civil Service rules and 
regulations. 


ASSiOTAlUf’cIfflE, 


ACCEPTED: 
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CONFIDENTIAL C0FIN«._ _85 

31 December 19h6 

cittral intelligence group 

C.I.G. ADIJINISTRATIVB ORDER | 

LENGTH OF OVERSEAS SERVICE 
1* There is hereby established a policy of requiring individuals 
■who ’are assigned to overseas duty to remain overseas a minimum of twenty- 
four months. This means that if an employee wishes to return at an earlier 
date he must pay his own passage and will receive no travel allowances. 

After twenty-four months, the employee may request return at Government 
expense with the regular travel allowances, but such return would be for 
separation, not for leave or other personal reasons. This policy will 
be stated as a provision in the letter of appointment issued by GIG to 
the employee. 

2. Experience has shown that in intelligence work all personnel who 
stay overseas for too long a period pass the point of greatest efficiency 
and lessen in useful productivity due to lack of contact with domestic problems 
and customers, and lack of knowledge ©f new techniques, methods and pro- 
ce lures. It has been administratively determined in accordance with this 
experience that no employee should be continuously .overseas for a period 
of more than thirty months, and that it is necessary to an efficient and 
adaptable service to re-train and re-orient all employees after the 
passage of some twenty-four to thirty months overseas. Accordingly, branch 
chiefs w.i.11 maintain records of the period for which employees under 
their control have been outside of the United States and, on the ex- 
piration of twenty-f our months, will take the proper steps for returning 
ea-h employee for specific re-training and re -orientation. On completion 
of such a training program, the employee may take leave in accordance 
wirk existing Government regulations. On completion of leave, the 
employee ir ay require additional training or may be assigned immediately 
to iin overseas post on the condition that a further minimum period of 
twenty-four months duty overseas will be served. 
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CO NFIDENTIA L 

3# It vail be the duty of the branch chief, in consultation vdth 
the other officers concerned, to determine whether return for training - 
will be on temporary duty or permanent change of station, to determine 
the course of training necessary, and to establish that the travel involved 
is necessary in the best interests of the Government. Requests from 
overseas, for return of individuals vri.ll be considered only in connection 
with separation or travel at the individual’s expense* 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 


Executive ror Personnel and Administration 
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STANDARD FORM NO. 64 


CONFIDENTIAL 

ce Memorandum • united states government 


TO 


: Director of Central Intelligence 

Attention: Executive for Admin. '& Management 
from : Assistant Director for Operations 


DATE: 23 March 1?U8 


SUBJECT: Conditions of Overseas Service for CIA Employees 


1. Reference is made to the memorandum from the Executive for 
Administration and Management addressed to the General Counsel, sub- 
ject as above, vdth attachments, dated 27 February I 9 I 4 . 8 , together 
with subsequent attachments appended by the;. Assistant Director for 
Special Operations . 

2, The proposed drafts as set forth in Tab A are concurred in 
by this office with the exception of the following comments 1 


STATSPEC 

STATSPEC 


3 . The sub.iect memorandum refers to **each CIA employee hereafter 


employed 


who may go overseas and those employees who will not be sent overseas. 
Recognition of this fact is noted in paragraph 2 of your memorandum to 
the General Counsel but it is suggested that the subject headings of 
the two proposed drafts should also reflect this thought. 


25X1A 


Enel: 

Memo df 27 Feb 19i|8 
w/attachments fr Exec. for A &M 
to Gen. Counsel 
Memo of 17 March I 9 I 4.8 
w/ att achment s f r Asst .Dir/0SO 
to DCI 


CONFIDENTIAL 
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St'AS'OAHD rortM NO, 04 


1 n 


n > , . 

* Si-i 


j u 


V * i 


ilii iteL, 


Office Memorandum • united states government 

to i Executive for Administration and Management dates 1 April 1948 

from : Chief, Budget and Finance Branch 

SUBJECT! Conditions of overseas servloe for CIA employees 

... J* In r# »ponse to your request, a review has been made of the 
attached material, and It is desired to offer for your consideration, 
tne following oonmentt or suggestions t 


a. There does not appear to be a great deal of difference 
between the recommendations presented by 0S0 and those set forth 
in Tab A of the attached papers,. It would appear advisable that 
a uniform agreement be used for all personnel throughout the 
Agency and in some respects, the suggested agreements under Tab A 
would appear to be a simplifi cation over that used by 0S0. - 

b. This office is of the opinion that a new appointee recruited 
for the purpose of being assigned to a permanent position in 

the continental limits of the United States or a present employee 
of the organisation who is currently. assigned to a perma ne nt 
position in the United States should not be required to sign an 
overseas agreement since such agreement is not required by and 
would not come within the provisions of Section 7, Public Law 600, 


c. Aside from the provisions of Section 7, Public Law 600, 
which pertains only to new. appointees reorui ted for overseas 
duty, (except for the distinction made as to the return of 
employees from abroad) it appears that normal transfer procedure 
should govern the transfer of employees already on duty in the 
United States from such duty post to an overseas station, and 
that an agreement would not be necessary exoept as required by 
Agency policy, particularly since the transfer would be made 
only in the interest of the Government and not for -the convenience 
of the employee. Employees who originally were recruited for 
overseas duty and have served one oomplete 24 months tour should 
be placed in the same oategory as employees currently assigned 
to a station in the United States. 


d. It does not. appear that employees who are transferred to 
overseas posts under normal prooedure should be required to sign 
an agreement hereby the cost of transportation abroad should be 
repaid. The cost of return to the United States would, in any 
event, be borne by the employee if he returned for personal 
reasons rather than official reasons as interpreted under existing 
regulations and statutes. Normal transfer procedure would 
permit appropriate determination to be made in any case where 
it appeared that transportation and/or travel were performed for 
the convenience of the individual as determined from all available 
faots and circumstances. 



iiriy 
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presented under Tabs A and D of the°Itt!ohed MterUl^tn no th08e 
reference to repayment of transportation or trav^eLl^ , 
employees transferred under r.mi., „ \ expenses of 

-u?i“ rsr “,T t *. 

ss * ltho “ eh " *“ i * h *« 

that the individual should be^iSi t0 *PP re P rlftt#1 y determine 

for the interest of the United staS.^™ 8 ® Pfcr ! te<1 ° r tr ‘ nef « r red 
of such a determination, Se fnfividual V"! “ bMno « 


25X1 A 


E. R. SAUNDERS 
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STATINTL 


STATINTL 
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STATINTL 
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HfQTDiC 


genera l Counsel 
Attn i | | 


Beputy Budget Officer 
Overseas Employment AgreejientB 


1. Reference is made to previous correspondence and recent 
conversations held with regard to the matter of issuing revised 
statements of policy and regulations relating to the matter. of 
executing overseas employment agreements and paying the costs of 
travel and transportation in connection with the dispatch abroad 
and/or return of both new appointees and those serving a tour of 



duty subsequent to that of initial appointment and their dependents. 
This matter was originally presented for consideration to the Chief, 
Special Support Staff, in your memorandum of li+ February 1950. 
four file copy of this memorandum is attached. 


2. A conference was held today with respect to this prob lem. 


Attending the meeting wex*e 
Special Support staff 5 ^ 


, of the 

Juniei, /lomin 13 trative staffs 


STATINTL 


■* — — I-JT — - w j | | WHiUi , /VUJiLUl JU 

Mr. Kelly, Personnel Director; and the undersigned. Various aspects 
of the problem were discussed and a review was made of a proposed 
instruction prepared by this office. 


3. After reaching goperal N agreement as to the nature of the 
contents of the proposed 1- evis edUg they ins tm nt.i on (refer to 


A?lffllniBtortiw | dated ll' June* 19L8 and 

31 DeoeiSTer I9LS respe c Lively^' Tt'^^'^Temined’' that 




~ r • - 1, - ^ f J ~ i UU/UiQX 

Director was the logical officer to further implement and coordinate 
the proposed instruction* Accordingly, it is anticipated that the 
Personnel Director will present a draft of a revised instruction 
for the purpose of obtaining the concurrence of appropriate Agency 
officials at an early date. 


KEiiV/vlb 


cc: 


Management Officer / 
Personnel Director 
Signer's copy 


/ 


ESTBIOTTO 






% v " 
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STANDARD form. NO. 54 


ruTtra ha j CONFIDENTIAL 1 

Ujjl'CG Jy\£TftOVClMdUt?2 • UNITED STATES GOVERNMENT 


to t General Counsel 
from : Executive for A&M 

SUBJECT: Conditions of Overseas Service for CIA Employees 


date: 27 February 191*8 


1# Attached are— 


STATSPEC 


Your draft of an oversea s agreement t o to aivna A v* ir ^an v, pt a 


iuw ui uneir entrance on duty with CIA. 


b. Draft prepared by this office of a condition to be included in 
the^oyetrseas contract to be signed by any employee currently employed 
by CIAj prior to being sent or again sent to an* overseas station* 


STATSPEC 


. . . 2 * ** is recommended that the signing of an agreement exactly similar 

lajtoa-ia. ?"**“«*• * condition of 


employment for all new employees of 


, , „ tr w | | wyw O niiCU JJ 

recommended for exception by the Assistant Director concerned. 


0S0 except when specifically 


! STATSPEC 


a * _ It 13 further recommended that an agreement exactly similar to 
that referred to in paragraph lb above be included in a contract to be 
signed by any individual now on d uty with CIA or hereafter employed for 

SflST DTlTTlfi'nTi T.f» nr.nor +v»?»w\ r\r*r\ a n • . ~ ** 


assignment to other than 
station. 


0S0 and thereafter ordered to an overseas 

j 


b. The inclusion of the agreement referred to in paragraph lb 
above in an overseas contract should not be necessary in the case of 
any individual who has signed as a condition of employment the overseas 
agreement referred to in paragraph la above. 


25X1 


•f 


_ 4. Request, either your concurrence and transmission to the Deputy 

with°tois*office decislon » or f urther comment and further coordination 


Ends* 

(See para 1 above) 


25X1A 


tip Iryct f q^/ec’f t’cny 



25X1 
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a .* 3 '.' ! 


OVERSEAS AGREEMENT 


3 : 


a ci 


j - un^w a ^and 


3 ondi ti o^of w^^ioyraont by the Central I^elllyence 
Agency,-*- anr^ subject to assignment to -a- tour^^f duty at -a- 


post; outside the c ontinental United States, 

“Edition, i'ach timeX«a a ^a3signed, unless 


otherwise specified inWdvance by CIA* 
^*> A will A r Sr ‘ 7 


J.n at the post to which assigned 
for a period of 24 mbnths fron/the date / A arrlvtUL 
there/'unless ^oonerLsfied, reassigned or separated 
for reasons beyond oWol, wd^hataCf to 


return to the United Stages for personal reasons during 


that period, all trave^L akd transportation costs incident 
to such return will 1>4 borne by' with no expense to 



ihe-6'0y"errmen t • 

x the ^m p i 


\)f ' / 

Wnt uf CIA for personal 


r 'arrival at such a post. 


reasons within 12 months of 
all costs paidyby the Government, in connection with isy 'U-u^ 
travel and transportation to thatfvpost shall be con- * 
sidered a debt due by^Tto the United States. 


2. \The above agreement shall. 


v / ^ -r— lender such\ regulations 

as the DirXtor may presc\be, be subj\t\to ex\e P tions\here 
\ the best intent of the Goi\rnment warrants. \ X 


<LAl-tfl4A4lsQ 


Xtt4* U£tr6 


/ /k 


/H 


CONFIDENTIAL' 


/ 
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l 


D RAFT 
TZTS/mc ~ 
27 Feb U8 


STATSPEC 


TO BE INCLUDED IN EACH PREVIOUSLY SIGNED THE 

88 fiWTD " ra 

OF EACH NEW EMPIDYEE OF ' 


„ ,e ” e ' 


, as a condition ,<4f my being assigned . 
Injtell 


otherwise apecified i»W™» W c “ 

V < -I- _ U 


tha< 


iat: 


rise spe C3 — *“V- v / . ^rtod of 

J will remain at W post to Web assigned for peri 


a. I Will \ r ■ / 

e th. data I arrive that/, onlese sooner transferred, 
a ..nth. fro. the det. I dr / u 


reaeei^ or separated JpWbe^d a. — - 


X wish to retort to the dnithd person^ reasons d^ 

th .t period, all tr.v.i and U*"'"*- seats inoid.nt to ano, 


net™, will he horn, „ - **» 


e, — - 

Jol of CIA for personal reasons within 


t). If I leave the erap 
12 months of * arrivai/t solh a poet, aii seat, paid * 


12 months oi w r . 

QoTomment in connaot/» withU travel -d transportation * 

pnat shall he aonaid/rad a dj it do. * - * - <“« ^ 


2. The above agre^ 

J. aubteot 'to ereeption. where the heat interest 

Director may prescribe, be suooec . 


sment 


shall] under such regulations as the 


of the Government warrants. 


.CONFIDENTIAL' 
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CON, DENTIAL ( 


AGENCY 

CENTRAL INTELLIGENCE taroUF 

2490 E STREET NW. 
WASHINGTON 25, D. C. 


4 date ) 


Dear 


1. This is to notify you that the United States Government, 
as represented by the Central Intelligence Group, has accepted 
your employment effective 


Position: 
Base Salary: 


This appointment is not a Civil Service position. You 
will be entitled to annual and sick leave (only in accordance 
with Civil Service rules and regulations). You will be reimbursed 
for travel expenses in accordance with the Standardized Government 
Travel Regulations, as amended. If stationed outside the conti- 
nental limits of the United States, you will be granted such monetary 
allowances as are prescribed by ClG regulations. 


jILLEGIB 

jlLLEGIB 


3« If you are ordered to a station outside the continental 
United States, you will be required to serve a minimum period of 
twenty-four months at such a station. If you wish to resign or 
terminate your appointment or return to the United States before 
the exp iration of twenty-four months after the date of[ 


t ] arrival at the 

overseas post, ClG will not pay your return travel expenses 


from a station outside the United States. 


5#4. Your appointment is for such time as your services may 
be required and funds are available for the work of ClG. Notice 
of termination will be given you by procedure similar to that 
provided by Civil Service rules and regulations.. 


ILLEGIB 


pilEF, PERSONNEL DIVISION 


ACCEPTED: 


4* Employment is conditioned upon satisfactory com- 
pletion of the training courses prescribed by CIA and satis- 
factory performance of duty for a total period of six months 
from date of employment. In the event either training or 
performance of duty is deemed unsatisfactory by CIA, you 
will be offered other types of employment if available, and, 
if not available, you will be terminated. 


CONFIDENTIAL 
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SKXWfIDENTIAL 


Date t 


Central Intelligence Agency 
2430 E Street, N. W. 

Washington, D. C. 

Gentlemens * 

1. In accordance with the policy of the Central Intelligence Agency 
that, except as Central Intelligence Agency may deem it in its best interests 
to recall or transfer me from my overseas post, it is understood and agreed 
by me I shall be required by the Central Intelligence Agency to serve a 
minimum period of twenty-four months at my place of employment outside the 
continental United States, and if I resign or terminate my appointment or 
return to the United States before the expiration of twenty-four months 
after the date of arrival at my overseas post, unless separated for reasons 
beyond my control, the Central Intelligence Agency will not pay my return 
travel expenses from such station outside the United States, 

2. It is further understood and agreed by me that I shall remain in 
the Government service for the twelve months following my arrival at my 
overseas post unless separated for reasons beyond my control, /i n the event 
of a violation by me of the agreement in this paragraph, any moneys expended 
by the United States on account of my travel, including per diem while in a 
temporary duty status in Washington, expenses of . transportation of my immedi- 
ate family, and expenses of transportation my household* goods and personal 
effects from any place of actual residence at time of appointment to place 

of employment outside the continental United States, and for such expenses 
on my return from such post of duty to my place of actual residence at time 
of assignment to duty outside the United States, shall be considered as a 
debt due by me to the United States 


WITNESS* 


% 


s^BNfidential 
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CONFIDE 'TIAL 


DRAFT 


CENTRAL INTELLIGENCE BHSD* 

2430 E STREET NW, 
WASHINGTON 25, D. C. 


(Date) 


Dear 


1* This is to notify you that the United States Government, as 
represented by the Central Intelligence jfl r e ii p, has accepted your employment 


effective. 


Position* 
Base Salary: 


2. Thi s ap p uiiiOimml .. l e -w e t a C j irll/S e wA ee p os iti o n . You will be 
entitled to annual and sick leave 4o*ta/in accordance with Civil Service 
rules and regulations^ 1 Ym w iH W Reimbursed for travel expenses in ac- 


****** *W-»nX3t wm irejJUUUiOCU XUI UXUVC1 tJAJJ cults eo ill ttC- i 

cordance with the Standardized Government Travel Regulations, as amended; 
a£ stationed outside the continental limits of the United States, ywfci “ 
granted such monetary allowances a/ are prescribed by CIA regulations. 


3* As a condition of your Anployment by CIAt you are subject to assign* 
ment outside the continental United States, Except as CIA may deem.it in its ^ 
best interests to recall or transfer you frim ymr mrtr s nnn 

required to serve a minimum period of twenty-four months outside $he continental 
United States from the date jof arrival at your first overseas post, unless 
separated for reasons beyoiuf your control. If you wish to return to the United 
States for personal reason/ prior to the termination of such period, all travel 
and transportation costs ^incident to such return will be borne by you with no 
expense to the government 




4* If you are appointed for assignment to an overseas post, it is under- 
stood 4 a nd a g reed that/you will remain in the government service for the twelve 
months^olJow!mg yovuf arrival at such overseas post, unless separated for reasons 
beyond you r control/ In the event of a violation by you of the agreement in 
this paragraph, ary moneys expended by the United States on account of your 


travel, includ ing/per diem while in a temporary duty status in Washington, 
expenses of transportation of your household goods and personal effects from 
any place of actual residence at time of appointment to place of employment 
outside the continental United States, and for such expenses on your return 
from such postf of duty to your place of actual residence at time of assign- 
ment to duty /outside the United States, shall be considered as a debt due by 
you to the United States* 


CONFIDENTIAL 


) 
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| . 


2 January 1948 


MEMORANDUM FOR THE EXECUTIVE FOR A&M 

Subject: Proposed Administrative Instruction 


STATSPEC 


StATSPEC 


_ , 1 *.. Attached hereto is proposed Administrative 

Instruction concerning length of overseas service 
and agreement to be signed by Individuals who are 

3 p5? 1 ° P ed ab rp ad » You will note' the concurrences 


of the Chief, 

and Finance Branch. 


— VViiV/UI 1 Oi 

and the Assistant Chief, Budget 


2. The agreement ha3 been changed to irLcnrporate 


the suggestions of 
in his memorandum a i ±y jjecemoer 1947 ♦ 


noted 


STATINTL 



dvm S. WARNER 
Assistant General Counsel 
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D R A FT 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION 
NUMBER 


SUBJECT: Agreement Concerning Length of 
Overseas Service 


1. CIA Administrative Instruction j 

dated 31 December 1946, established the policy of 
requiring individuals who are assigned to overseas 
duty to serve a minimum of twenty-four months. Where 
individuals are appointed for overseas assignment, 
and it is proposed that their travel expenses be paid 
from their place of actual residence to their over- 
seas post, there is required under Section 7, Public 
Lav/ 600, 79th Congress, 2nd Session, approved 2 August 
1946, a written agreement whereby the employee agrees 
to remain in the Government service for a stipulated 
period. 

2. In paragraph 1 of the form of agreement, 
which is attached, there are incorporated the pro- 
visions required by Public Law 600, and In paragraph 
2, there are set forth the provisions required by the 
policy of this Agency. Accordingly, all new 
appointees employed for assignment overseas will be 
required to sign this type of an agreement. Where 
currently employed individuals are to be transferred 
to an overseas post, they will be required to sign 
the agreement containing only the second paragraph of 
the attached form of agreement. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for 

Administration and Management 


DISTRIBUTION: 
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Date : 


Central Intelligence Agency 
2430 E Street, N. V/* 

Washington, D. C/ 

Gentlemen: 

1. Pursuant to Section 7, Public Law 600, 
79th Congress, 2nd Session, approved 2 August 1946, 
I hereby agree to remain in the Government service 
for the twelve months following my arrival at my 
overseas post, unless separated for reasons beyond 
my control. In case of a violation of this agree- 
ment, any moneys expended by / the United States on 
account of my travel, expenses of ' transportation 
of my immediate family and expenses of transporta- 
tion of my household goods and personal effects 
from any place of actual residence at time of 
appointment to place, of employment outside the 
continental United States, and for such expenses 

on my return from such post of duty to my place of 
actual residence at time of assignment to duty 
outside the United States, shall be considered as 
a debt due by me to the United States. 

2. It is further understood and agreed by 
me that, except as Central Intelligence Agency may 
deem it in its best interests to recall or transfer 
me from my overseas post, I shall be required by 
the Agency to serve a minimum period of twenty-four 
months at my place of employment outside the conti- 
nental United States, and, if I wish to resign or 
terminate my appointment or return to the United 
States before the expiration of twenty-four months 
after the date of arrival at my overseas post, the 
Central Intelligence Agency will not pay my return 
travel expenses' from such station outside the 
United States. 


WITNESS: 


Approved For Release 2003/01/13 : CIA-RDP81-00728R0001 0001 001 1-1 


Approved For Release 2003/01/13 : CIA-RDP81-00728R0001 0001 001 1-1 


1 





I 


rr 


/ y { 


I r 


STATSPEC 


December 19, 1947 


MEMORANDUM TO GENERAL COUNSEL 


SUBJECT: PROPOSED ADMINISTRATIVE INSTRUCTION CONCERNING 
DURATION OP OVERSEAS SERVICE. 

.. . I | concurs in the draft as proposed, hut recommends in 

the interest of completeness that the second oaregraoh of the 
agreement form be reworded to begin: " ^ * tlle 

is further understood and agreed by me 

u! , T?.| ,S |.° entrf ’'! T ^ 11genc ° tofflunagldaaa 

ir ^ — to r ecall p; r t ynnafoy 

&D J TI m . r gverseas oos j i^ l shall be required by r the 

Shs !° H SrVe S rainimum P eriod of twenty-four 


00 


a 


25X1 A 


25X1A 
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25X1A 


Approved For Release 2003/01/13 : CIA-RDP81-00728R0001 0001 001 1-1 




■V \ « y 


Oiiif’J. 


T- — xu xiyiT 


Assistant Chief, Budget and Pinanos Branch 
Agreement Concerning Length of Overseas Barrios 


There is attaohed a draft of a proposed Administrative Instruction whioh 
has been prepared by the General Counsel for our review. 

Insofar as this offioe is concerned, the draft as written is a o cep table 
and it will be appreciated if you will review the proposed Instruction and ’ 
forward it to the General Counsel with any comments you wish to wake* 


25X1 


; V- 



1 


Assistant Chief, f 

Budget and Pinanoe Branch 


ooi Mr* Warner v/ 
'dhl 
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25X1A i; 

pi 

25X1 AjM 

ILLEGIB 

. •• • ( 

2 5X1 A 
25X1 A 


25X1A 


25X1 A [ 


!r - 


BRAFT 1/12/149 


AD MINISTRATI VE INSTRUCTION 
NOj 


5 


SUBJECT 


ECT: Ba wi as i on df-Adminij 


Bis tP atl lB ilBll ' UULltfn [ 

/ Administrative Instruction 






§£^.*«ww«y 



\ subject: "Group Hospitaliza- 


tion", dated 17 December 19U6 is rescinded. 

■FOR THB D IRECTOR OF 03MTRAL INTBIAIBB N O S t 

X . ,i,uA-^Jh \4ASllf & 

4-f X-b ■4Ut-jUs‘-nrL /•'*'/! 


..••;/ j/i /ft / * 

t^C 


C*' .../ > / 

-y ,yit 




t 

i 
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25X1A 

v 

25X1 A 

25X1 A 
25X1 A 


CONFIDENTIAL 


CENTRAL INTELLIGENCE AGENCY 

Washington, D.C. 


ADMINISTRATIVE: .INST RUCTION" 
NO. /T I 



\ 

SUBJECT: Personnel Policies^ind Procedures 


26 Octob&fiffiO 

; *9 '4 


Pending revision of Administrative Instruction! p.s amended by 
the following instructions will govern: l 

' . ■ . | ' 

a, (1) Requests for entry on duty of individuals prior, 

to completion of full security clearance procedures will 
be submitted through the Personnel Director to the Chief’, 
Inspection and Security Staff, by Assistant Directors and 
Staff Chiefs, including essential details of operational! 
justification and urgent need for the services of the in- 
dividuals concerned. \ 

(2) The Chief, Inspection and Security Staff, will 
forward the requests with his recommendations to the Exec- 
utive who will obtain the Director^ action. 

b. The Chief, Special Support Staff, and the Personnel Director 
are authorized to act for the Director on recommended personnel ac- 
tions involving grades GS-13’ through GS-lf?. Unresolved differences 
of opinion between the Chief, Special Support Staff, and Assistant 
Directors and Staff Chiefs will be referred to the Personnel Direc- 
tor* Similar differences involving the Personnel Director will be 
referred to the Executive* 

c* The Executive is authorized to act for the Director on recom- 
mended personnel actions involving grades GS-16 and GS-17* 




d. Personnel actions involving grades GS-I8 and the three spe- 
cial grades authorized by Section 9, Public Law 110, as amended, will 
be referred through the Executive to the Director for final action* 
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WALTER B. SMITH 

Director 
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ExecuHvo Rocrl^ 
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FOft.t Chief, AdraiuiatratlTe Staff- 
Chief, Spooi&l Support ...Staff 


SUBJECT! 


Operational Liaison Termination Clearances. ? 


Administrative last ruction I | para-/) 

graph 17 , Terrain at and Finfcl. Olcaraacg^’ 


Include ■■’ clearance tdth Liaison ; Biiris ion, 00 D, la oaoh 
•case where operational liaison aowtact has been established' 


25X1 A 


by OCT; for tho ’ CIA .employee with other goverraorrt agencies. 


FOE TK$ DIR^CTOB OF CSSfRAL, Itfm'U&lflfcBt 


Acting Executive 


MAR/pl 

OOI ap/octj 


c/cOAPS 

Subject Fils (Return to Management Staff) v 


V 
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STANDARD FOrtM NO. 64 




Office M.eMof'dwdupz • united stat^ 


1 Juneyl948 


TO * 3 

• Executive for Administration and- Management V chn^— 1 June/] 

FROM w - i >S>S ?Tbni t in 

Deputy Assistant Director for Operations ■ . ■ 

^UBTPPT* 

Draft Administrative Instruction, re "Special Employment Agreements” 


| 25X1 A 

] 25X1 A 


25X1 A 



This O ffice conc urs in the intent of the draft Administrative 
Instruction ] [ but believes that, for the sake of clarity, para- 

graph 4 of Form No* 51-104 should be deleted and that a sentence sub- 
stantially as follows added to Paragraph 3: "Unless you remain in 
Government service, when this employment is for assignment to an 
overseas post, for twelve months after your arrival at your first over- 
seas post, any money expended by the United States Government on account 
of your travel and the transportation of your immediate family and 
household goods will be considered a debt du§ to the United States 
Government*" 
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DRAFT 
2 It May 19U8 

I l ( 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION 
NUMBER H I 


Date 



SUBJECT: Special Employment Agreements 

RecisionC Administrative Instruction \ l dat 

31 Decemb er + CU 7 

cu. jfnjz \ i jm 3 / 

Unvoucherea Appointments u 

1. Appointments of employees to be paid from unvouchered funds will 
be made by the forms prescribed below; 
a. Departmental and 


employees T/vho are not 


required to subscribe to an agreement for overseas service — 
Form No* Fl-fOS . ^ 

b. Departmental and 


employees who are required 


to subscribe to an agreement for overseas service — Form No. Jl-lQlj.. 

c. Employees employed specifically for overseas service'— 

' ' ■ \ 

Form N?. 

' ‘ * . . . . . ■ ' * 

VouchereA Appointments 

2* Employees to be paid from vouch© red funds who are required, as 
a condition of employment, to agree to future overseas service will be 
required to subscribe to Form No. 55-lOii^at the time of their appointments, 
and the signed overseas agreement will be incorporated into the regular 
appointment instrument. 

Overseas Agreements 

3* The Assistant Directors for Operations and Special Operations may, 
in tneir discretion, require acceptance of an agreement to serve overseas 
as a condition of employment for any prospective employee of their offices^ 
and prescribe a tour of less than 24 months where it is determined to be in the 
best interest of the government^QNFIDEI 
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Other Requirements 

Nothing in these instructions snail be construed to waive any 
other requirement of law or regulations affecting the legality of 
employment of personnel by this agency. 

R. H. hlLLEKKOETTSR 



•C 
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CENTRAL INTELLIGENCE GROUP 

2430 E STREET NW. 

WASHINGTON 23, D. C. 



Data 


Dear 

Podbioni 
Base Salary i 
2, Tou will bet 

Entitled to annual and sick leave in accordance with Civil 

of law or ra^in rUleS 811(1 regulations, or such other proviaiSa 
of law or regulations as may be eatabliahed. in lieu ttereof. 

ss?sa*ssiss , s P s essl?: s±t 

StSSSL." -- .-* 

ssespSSEM ■ 

otherwise specified in advance by CIA, you will unl *? s 

‘Si" si8 ~ d fo . r * 

m. 

your arrtval at^oT; ^^? 1 ^ 1 a ° ver » r »t eervice for 12 month# after 

izx as sss ;r£As s a-w “■«- 

"* h ™ «& 

trttaS, “f 1 »«»” of tl» 

for i total^fod^f ! ®y. CI V and satisfactory performance of duty 
* perlod of 8ix “ onth « fr ® date of employment. In the event 
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- 2 - 



elthtr training or perfonnance of duty is deemed unsatisfactory by CIA, 
you will ba offered other types of employment if available, or your em- 
ployment will ba terminated. 


6» Tour appointment ia for such time as your servioes may be re- 
quired and funds are available for the work of CIA . Notloe of termination 
will be given you by prooedure similar to that provided by Civil Service 
rules and regulations. 


Official authorized to sign letters of 
appointment. 


I accept the above agreement as a con- 
dition of my enployment by CIA. 


Employee 


bate 


Form Sc, 
June 191)8 


5l-10l» 
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CENTRAL INTELLIGENCE GROUP ' 

24S0 E STREET NW. ' ;/ 


WASHINGTON 25, D. C. 


Date 


Dear 

* iv Tb * 3 i s t0 notlf > y° u tha t the United States Government as repre 
effective Ge n * r ®l Intelligence Agency, has accepted your employment 

Position « 

Base Salary « 

2. Tou will fast 

a. Entitled to annual and sick leave in accordance with Civil 
Service Commission rules and regulations, or such other provisions 
of law or regulations as may be established in lieu thereof. 

b. Reimbursed for travel expenses in accordance with CIA Regu- 
lations or Standardized Oovernment travel Regulations, as amended. 

If . stationed outside continental United States, granted such 

monetary allowances as are prescribed by CIA Regulations, 

tT . . J* Employment is conditioned upon satisfactory completion of the 

for* fi CUr 39 ?J n, !l Cr , ibed bjr GIA 41x1 satisfactory performance of duty 

P erlod of six months from date of employment. In the event 
or_perfonnanoe of duty is deemed unsatisfactory by CIA, 

KS ot o " pi ° sn ”" t if — 

4 if* ?PP 0 lntment is for such time as your services maybe »- 

“w aVail ? ble for th * TOrk <* »>tiS o?temiStion 

*° ““ w civil Service 


dtfleial authorized to sign letters of 
appointment 


I aooept the above agreement as a condi- 
tion of ny employment by CIA. 


fiapicyee — 

June WW *“• 51-105 


ht 
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..-/r-rMtU.l 
v; *■ ** t! 


AGREEMENT FOR OVERSEAS SERVTHF 


1. As a condition of your employment by the Central Intelli- 
genoe Agency, you are subject to assignment to tours of duty at 
Kd° U S 6 th !^ iDenta l UHited States. Each til JouAro as- 
5^ °. theI T i3 ® specified in advance by CIA, you will be 
required to remain at the post to which assigned for a period of 

ferS “IS? ^ datS ° f arriVal th9reat » K— sooner trans- 
ferred, reassigned or separated for reasons beyond your control 

2J5S Sf ^return to the United States fo/personS .SSI* 
uilng the period* all travel and transportation costs incident +n 
S «=h return .ill t» born. w you, rtth w Ite "S™™nt 

^is employment is for assignacint to an overseas Dost 
^nn iS v^ nde ^ St,00d and agreed that , unle!33 earlier separated for°»a- 
12 moSL° n ^r r C ° ntro1 ? you ^ remain in Government service *f or 

you v2£t» f +hi’/« Ur arri I al at your first 0VB rseas post, and if 
you violate thi3 agreement, any money expended by the United States 

fLilv°^5 h £ y T,r aVe l and the Asportation of your imaediaS 

oStod States* 1 Se ^ 0ld g00dS Vdl1 be considered a due to the 


Official authorized to sign letters of 
appointment. 


I accept the above agreement as a 
condition of ay employment by CIA 


Employee 


Dais 


Pox* Mo. _ 
June 
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D R A F T 
2lt kay 19^8 
ITS/mo 


1. this is to notify you that the united states Oovernnent, as repre- 
sented by the Central Intelligence Agency, has accepted yonr e^lcynrent 
effective 

- ■ • 

Position: 

Base Salary: 

2. You will be: 

a. Entitled to annual and sick leave in accordance with Civil 
Service Commission rules and regulations, or such other provisions of 
law or regulations as may be established in lieu thereof. 

b. Reimbursed for travel omnn-n. - „ , CIA Regulations 

or travel expenses in accordance witb/standardized 

Government Travel Regulations, as amended. 

c. If stationed outside continental United States, granted such 
monetary allowances as are prescribed by CIa regulations. 

3 . a^lcjteBt 1, conditioned upon satisfactory collation of the 
training couraea preacribed by CIA and aatlafactery performnce of duty 
for a total period of sin .onths fr0> ^ of ^ ^ ^ 

either training or perfom.no. of duty is ae«ed unsatisfactory ty CIa, 
yen *11 be offered other types of e«ploy»»„t if available, or your 

employment will be terminated. 


I Vi /•*•* A6. 


CONFIDENTIAL 
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:ONFIDEHT!Al' 


■U* Your appointment is for such time as your services may be 
required and funds are available for the work of CIA. Notice of termi- 
nation will be given you by procedure similar to that provided by Civil 
Service rules and regulations. 


Official authorized to sign "letters 
of appointment 


I accept the above agreement as a con- 
dition of my employment by CIA. 


Employee 


zee: 






COHFID^TIW. 
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CONFIDENTIAL 


DRAFT 
2U May 1 ^U 8 
LTS/mo 


AGREEMENT tor OVERSEAS SERVICE /f 




1, As a condition of your employment toy the Central Intelligence 
Agency, you are subject to assignment to tours of duty at posts outside 
the continental United States. Each time you are assigned, unless other- 
wise specified in advance toy CIA, you will be required to remain at the 
post to which assigned for a period of 2U months from the date of arrival 
thereat, unless sooner transferred, reassigned or separated for reasons 
beyond your control. If you wish to return to the United States for 
personal reasons during the period, all travel and transportation costs 
incident to such return will toe borne by you, with no expense to the 
Government. 

2. If this employment is for assignment to an overseas post, it is 
understood and agreed that, unless earlier separated for reasons beyond 
your control, you will remain in Government service for twelve months 
after your arrival at your first overseas post, and if you violate this 
agreement, any money expended by the United States on account of your 
travel and the transportation of your immediate family and household goods 
will be considered a debt due to the United States* 


Official authorized to sign letters of 
appointment. 


I accept the above agreement as a 


condition of ? ir(y employment by CIA 


~ Employee 

Qjlm 

Form No. 55-10U, 


19U8 
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CENTRAL INTELLIGENCE AGENCY DRAFT - h May 19 W 

WASHINGTON 25, D. C. 

Date : 

Dear t 

1, This is to notify you that the United States Government, as repre- 
sented by the Central Intelligence Agency, has accepted your employment ef- 

fe ctive_ • 

Position: 

Base Salary: 

2* You will be: 

a* Entitled to annual and sick leave in accordance with Civil Serv- 
ice Commission rules and regulations, or such other provisions of law 
or regulations as may be established in lieu thereof# 

CIA Regulations or 

b# Reimbursed for travel expenses in accordance with/standardized 
Government Travel Regulations, as amended# 

c# If stationed outside continental United States, granted such 
monetary allowances as are prescribed by CIA regulations* 

3, As a condition of your employment by the Central Intelligence 
Agency, you are subject to assignment to tours of duty at posts outside the 
continental United States# Each time you are so assigned, unless otherwise 
specified in advance by CIA, you will be required to remain at the post to 
which assigned for a period of 2U months from the date of arrival thereat, 
unless sooner transferred, reassigned or separated for reasons beyond your 
control* If you wish to return to the United States for personal reasons 
during that period, all travel and transportation costs incident to such 
return will be borne by you, with no expense to the Government# 
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U. If this employment is for assignment to an overseas post, it is 
understood and agreed that, unless earlier separated for reasons beyond 
your control, you will remain in Government service for twelve months after 
your arrival at your first overseas post, and if you violate this agreement, 
any money expended by the United States on account of your travel and the 
transportation of your immediate family and household goods will be con- 
sidered a debt due to the United States# 

J># Employment is conditioned upon satisfactory completion of the train- 
ing courses prescribed by CIA and satisfactory performance of duty for a 
total period of six months from date of employment# In the event either train- 
ing or performance of duty is deemed unsatisfactory by CIA, you will be offered 
other types of employment if available, or your employment will be terminated. 

6# Your appointment is for such time as your services maybe required 
and funds are available for the work of CIA* Notice of termination will be 
given you by procedure similar to that provided by Civil Service rules and 
regulations# 


Official authorized to sign letters of 
appointment 

I accept the above agreement as a con- 
dition of my employment by CIA. 


Employee" 


/fodbu 


Form No# tfi.ini. 
— 191*8 5110U 


CONFIDENTIAL 
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niN: IVKiTML 



l2x) 

II /fV ¥ <*" 4 ' ^ 

3 » / $**^1*4^ Jr*. 


^ ^t‘ 1 *^ y (■ "P't- * 1 

*Uf t^l^ytriir^l — ^,-^f ■ 
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677 ^ I 

CONFIDENl iAL 


17 MAR 1948 


MEMORANDUM FOR: THE DIRECTOR OF CENTRAL INTELLIGENCE 

Attention: Executive for Administration and Management 
SUBJECT : Conditions of Overseas Service for CIA Employees 


1. Reference is made to the memorandum from the Executive for 
Administration and Management, addressed to the General Counsel, subject 
as above, with attachments, dated 27 February 1948# which is returned 

( herewith (Attachment A). 

2. Confirming my discussion of this subject with the Deputy Director, 

I cannot concur, in their entirety, with the proposals set forth in 

: j; reference presentation. An analysis of present 0S0 practices reflects 

j that the Letter of Employment used by 0S0 (Attachment B)* clearly sets 

forth the responsibilities of the Government and the employee on the basis 
j; of 24 months for each tour of duty; however, it does not specify that each 

employee must repay cost of transportation if he returns to the United 
States within twelve months of arrival at each new post. The draft pro- 
posed by the Executive for A&M does not differentiate between the liabil- 
|v ities of old and new employees* Public Law 600 and State Department policy, 

(j on which 0S0 policy was based, specifically requires repayment of original 

[j transportation to the field only if a new appointee resigns within his first 

fi twelve months of employment with the Government, It is my belief that the 

present 0S0 policy of recognizing the service of employees having performed 
one tour of duty in the foreign field is sound, whereas, the proposed policy 
of treating old and new employees alike is unwarranted in relation to 
other Government agencies who base their policy on the Law as passed by 
f.' . Congress* 

f; a* It is believed that paragraph l*g* of the proposed Overseas 

b Agreement submitted by the Executive for A&M should, in substance, be 

t substituted for paragraph 3 of the Letter of Appointment (Attachment B). 

| ; . This proposal is incorporated in the attached draft (Attachment D). 

■f ■ . . ' • ■ • ■ •• ■ 

b. The Letter of Agreement used by 0S0 (Attachment C), which is 
signed by each new employee when his first post of duty is definitely 
determined, clearly sets forth the responsibilities of the Government and 
|l the individual with regard to his first 24 month tour of duty. It also 

clearly and definitely establishes the liability of the individual should he 
!; resign from Government employment within twelve months after his arrival at 

his first post of duty* 
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CONFIDENTIAL 


3, The present agreements utilized by 0S0 very carefully conform to 
Public Law 600 and parallel the policieB of other Government agencies. The 

* policy and practices of 0S0, as expressed in the Letter of Employment and 

Letter of Agreement, are the result of considerable experience in the field 
of overseas employment. It is believed that they furnish every protection 
to the Director and therefore the proposals set forth in subject memorandum 
and attachments do not have my concurrence except for that portion thereof 
indicated in paragraph 2.a. above. 

4. With a view to resolving this matter and strengthening the present 

0S0 procedure, this office has revised the Letter of Appointment and Letter 
of Agreement incorporating the views of 0S0 hereinabove expressed in one 
document. This revised Letter of Appointment (Attachment D) is recommended 
for the Director's approval. ^ 

25X1 A 


DONALD H. GALLOWAY 

4 Attachments - A,B,C,D Assistant Director 




.} 

j 




CONFIDENTIAL ) 
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CONFIDENTIAL 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 

ADMINISTRATIVE INST RUCTION 31 December 19U8 

NO. I I 

SUBJECT: • Special Employment Agreement 


Overseas Agreements 

Paragraph 3* Administrative Instruction 
I 9 I 4.8 is amended to read as follows: 


dated 11 June 


”3* The Assistant Directors for Operations, Special Oper- 
ations and Policy Coordination may, in their discretion, require 
acceptance of an agreement to serve overseas as a condition^ 
employment for any prospective employee of their offices, ana 
prescribe- a tour of less than 2 1* months where it is determined 
to be in the best interest of the government." 



•/ /•// ■ • ■/ '• ' fei’ 

R.. H. HILLENKCE TTER 
Rear Admiral, USN 
Director of Central Intelligence 


DISTRIBUTION: A. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D* C* 


ADMINISTRATIVE INSTRUCTION 

NO. I 1 



31 December 19lj8 


SUBJECT: Special Employment Agreement 


Overseas Agreements 


IQliR T araera ? h j^J Administrative Instruction] "1 dated 11 June 
19R8 is amended to read as follows: I une 


a+irmP* T he Assistant Directors for Operations, Special Oner- 
and P ° llcy Ordination may, in their discretion, ^SEe 

emDlovment ? ■'“ * sreement ^ serve overseas as a condition of 
employment for any prospective employee of thejr offices and ' 
prescribe a tour of less than 22* months where ij is d^^ned 
to be in the best interest of the government." a - ■ framed 


(■ (< /-/Tr; 

R. H. HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 
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